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1. PURPOSE. This manual sets forth policy and procedures for administering the Coast Guard
Morale, Well-Being, and Recreation Program.

2. DIRECTIVES AFFECTED. This manual cancels the following Commandant Instructions.

a.  Coast Guard Morale, Welfare, and Recreation Manual, COMDTINST M1710.13

b.  Coast Guard Participation in Navy Motion Picture Service Program, COMDTINST
1710.3H

c. Participation in Inter-Service, National, and International Sports Competitions,
COMDTINST 1710.5D

d.  District Non-Elite Athlete of the Year Program, COMDTINST 1710.16
e.  Sports Participation Grant Program, COMDTINST 1710.17

f.  United States Military Sports Association Coast Guard Male/Female Athlete of the Year
Program, COMDTINST 1710.18
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3.

CHANGES.

a.  Although this Manual constitutes a complete revision to COMDTINST M1710.13,
policies and procedures as previously promulgated through this Manual are substantially
repromulgated through this revision. Significant, noteworthy changes are identified
below. Because this revision constitutes a complete rewrite of the existing Manual, the
user is encouraged to review all applicable sections when administering their MWR

program.

(1)  In Chapter 1: Emphasizing the mission readiness and retention responsibilities of
the MWR program.

(2)  In Chapter 2:

(a)  Incorporating the organizational responsibilities as approved by the Chief
of Staff for the Assistant Commandant for Human Resources.

(b)  Incorporating the responsibilities of the Integrated Support Commands for
Morale, Well- Being and Recreation purposes and identifying the
responsibilities of a cognizant authority. Delineating that Commandant (G-
WPX) is the final approving authority for the establishment and
disestablishment of Category C MWR activities.

(3)  In Chapter 5:

(a)  Incorporating the guidance for the Navy Motion Picture Service program.

(b)  Providing additional guidance on recreational boating programs.

(c)  Incorporating guidance regarding the Navy Sports Program, Inter-Service

Championships, International Competition, the Elite Athlete of the Year
Program, and the Sports Participation Grant Program.
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In Chapter 6:

(a)  Clarifying the MWR budget process, including establishing responsibilities
and timelines.

(b)  Increasing the Morale Fund Loan amount from $100 to $200.

(c)  Providing guidance on the establishment and disestablishment of MWR
funds.

(d)  Establishing guidelines for equitable fees charged in MWR activities.

In Chapter 7: Incorporating the provisions of the Crime Control Act of 1990.

In Chapter 8:

(a)  Requiring units operating Category B and C Activities to forward copies of
their Morale Fund Financial Statements to Commandant (G-WPX).

(b)  Changing the deadline for submission of quarterly Morale Fund Financial
Reports to 30 days after the end of the quarter.

(c)  Amending the requirement to participate in the NAF Cash Management
Program.

(d)  Amending the reportable property threshold.

(e)  Amending paperwork retention to the threshold established in the Coast
Guard Paperwork Management Manual, COMDTINST M5212.12(series).

(f)  Providing guidance on audit frequencies when CPA firms are engaged and

requiring property inventories in the last quarter of the fiscal year.

In Chapter 12: Increasing the automobile comprehensive fire and theft deductible
from $2,500 to $5,000.
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(8)  In Enclosure (1): Adding a definition enclosure.

(9) In Enclosure (3): Updating and expanding the MWR Program Inspection
Checklist.

(10) In Enclosure (4): Updating the listing of CGES and MWR Activities reflecting
the transfer of food and beverage operations to the MWR program.

(11) In Enclosure (5): Providing a comprehensive table of authorization for the use of
appropriated funds support within the MWR program. This guidance is similar to
the policies used by DoD and does not amend the appropriated fund support
currently authorized in the MWR program. It simply promulgates the existing
practices. It also includes updated policies regarding the procurement of cable
television services and organizational clothing.

(12) In Enclosure (7): Providing guidance regarding aquatic training and swimming
pool operations previously not promulgated.

(13) In Enclosure (8): Incorporating additional policies regarding the Navy Motion
Picture Service.

(14) In Enclosure (9): Providing guidance regarding food and beverage operations
previously not promulgated.

(15) In Enclosures (10) through (12): Providing additional guidance and policies
regarding the Coast Guard Sports Program.

(16) In Enclosure (17): Providing revised Morale Fund Financial Statement (CG-
2985), Operating Summary MWR Activities (CG-2985A) and the Morale Fund
Transaction Accounting Sheet (CG-4517), rendering previous editions obsolete.

b. Recommendations concerning changes to this Manual or to the overall Morale, Well-
Being, and Recreation Program shall be addressed to Commandant (G-WPX).
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ACTION. Area and district commanders, commanders of maintenance and logistics
commands, commanding officers of headquarter units, commanding officers of integrated
support commands and unit commanding officers shall ensure that the Morale, Well-Being,
and Recreation Program is administered in accordance with policies and procedures contained
in this Manual.

FORMS/REPORTS.

a.  Enclosures (16) and (17) contain the following blank forms:

(1
)
3)
4
)

Morale Fund Financial Statement (CG-2985).
Operating summary MWR Activities (CG-2985A).
Morale Fund Loan Accounting Sheet (CG-4518).
Morale Fund Inventory Accounting Sheet (CG-5017).
Morale Fund Transaction Accounting Sheet (CG-4517).

(a)  These forms can be accessed from Jetform Filler and Forms Plus Laser.

The Morale Fund Financial Statement, CG-2985 (RCS-G-WPX- 5022) and the Annual

Survey of Morale Activities, CG-2985B (RCS-G-WPX-5300) shall be submitted as
prescribed.

Thomas F. Fisher
Acting Director of Personnel
Management
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CHAPTER 1.  GENERAL

C.

Purpose. The purpose of this Manual is to set policies, guidelines, and administrative
procedures that govern the Coast Guard Morale, Well-Being, and Recreation(MWR) Program.

Exclusions. This Manual does not apply to the management of the following non-
appropriated funds that receive guidance from other sources:

1.

2.

5.

6.

Coast Guard Exchange System (CGES) resale activities.

Chapel funds for units with assigned Navy Chaplains.

Funds administered by private associations located on Coast Guard installations.
Any funds established for civilian employees at Coast Guard units.

Coffee messes and wardroom funds.

Cadet-related activities.

Mission. The mission of the MWR program is to uplift the spirits of the Coast Guard family
and be an essential element of Coast Guard mission readiness and retention through customer-
owned and driven MWR programs and services around the world.

Definitions. Definitions appear in enclosure (1).

Guiding Principles.

1.

The Coast Guard Morale, Well-Being, and Recreation program plays a vital role in
support of mission readiness and retention of not only our military members but also the
entire Coast Guard family.

A complete understanding of the appropriated and non- appropriated budgetary
processes and resources available to provide and seek additional resources for the
delivery of MWR programs and activities is critical. Decision making authorities must
understand the balance between MWR programs and services provided internally and
those available through other means and facilities.
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3. Decision making authorities must thoroughly understand the significance of the
categorization of MWR Activities and base their resource allocation decisions
accordingly. Activities in priority order are Category A, B, then C.

4.  MWR programs and services may not be similar or equitable because of the differences
in facilities available at various INCONUS and OCONUS Coast Guard commands or at
other Services' commands where Coast Guard personnel are located.

5. Since some commands assume the risks of operating revenue generating activities and
support on board Coast Guard Exchange System activities, they should benefit from their
successes. To this end, Category C MWR Activities must be operated to be self-
sustaining.

General Guidelines for Program Development and Execution. The following guidelines are
nonspecific in nature and the level of implementation will vary depending on the size, type,
location of unit, amount of funding, and the availability of MWR facilities.

1.  The degree of command involvement will have a direct impact on funding, level of
participation, and coordination of unit resources. Command involvement and support is
expected.

2. Commanding Officers should develop MWR programs based on the assessed needs of
local patrons that:

a. Support military readiness through physical fitness.

b. Support needs for camaraderie and unit cohesion: esprit de corps.
C. Promote individual growth and development.

d. Support family well-being and quality of life.

e. Provide the Coast Guard community with access to programs similar to those
available in a comparable civilian community.

f. Are perceived as a valued benefit of being part of the military.



Commanding officers should stress cooperation and coordination of MWR activities
where units are collocated.

Ashore units that provide MWR support to collocated afloat units should:

a. Provide advisory support in MWR matters.

b. Schedule MWR activities to maximize participation of afloat units.

c. Set operating hours to accommodate afloat liberty hours and special
circumstances.

d. Work closely with afloat MWR personnel to increase the effective utilization of

ashore facilities.

Publicity is an important part of the MWR program. Whether a small or large unit, local
commands must have a way of passing the word to eligible participants. Include
dependents, retirees, Reservists, civilian employees, Auxiliarists, and other members of
the military community when soliciting participation in MWR activities or determining
any advisory board membership The Coast Guard "family" consists of all eligible
patrons defined in Chapter 3 of this Manual, and should be considered when soliciting
participation in MWR activities.

In the interest of promoting good community relations and cooperative use of
community facilities, it may be appropriate to occasionally make Coast Guard MWR
facilities available for special community events. These events should not interfere with
use of the facilities by authorized participants nor should they result in subsidization of
the sponsoring organizations. The overall value accruing to the recreational interests of
authorized participants should be the principal determinant in authorizing such events.
Additional guidance regarding the use of Category "C" MWR activities is addressed in
Chapters 3, 4, and 5 of this Manual.

Emphasis should be placed on those activities that accommodate the majority of active
duty Coast Guard personnel. However, the program should also be flexible
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10.

11.

12.

13.

14.

enough to meet reasonable individual needs based on sound business principles.

Continually analyze the various activities to ensure that the cost of some are not
disproportionate to the cost of the overall program. In general, activities that are
characterized by high cost and/or low usage should be primarily supported by fees and
charges from participants.

The interests and needs of a diverse Coast Guard family should be considered in
developing the balanced mix of MWR activities.

Fees and charges for the use of MWR facilities and participation in MWR programs
should be continually monitored to ensure that they do not inadvertently preclude
participation by eligible patrons. On the other hand, fees and charges, when established,
should be set to ensure the MWR activities remain viable. See Chapter 6 of this Manual
for more guidance on setting fees and charges.

Every effort should be made to provide activities and services that benefit families living
on the unit as well as those living off of the unit.

MWR programs are only as good as the individuals managing them. There is no
substitute for good leadership, supervision, and organization. Well run activities will
attract the greatest number of participants. Personnel lose interest quickly in
disorganized, mismanaged activities.

There are many places throughout the MWR program where volunteers are essential.
Volunteerism provides an opportunity for interested individuals to contribute their
talents, develop leadership skills, and provide a service to the command.

Use of MWR facilities and participation in programs shall be equally available to both
men and women. Where joint usage is not possible, as in the case of sauna baths, and
other facilities not having separate dressing/shower facilities, arrangements must be
made to ensure access on a proportional basis.
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15.

16.

17.

18.

An active morale committee and user surveys are important sources of information
concerning the desires of MWR patrons. See Chapter 8 of this Manual for further
guidance on the MWR user survey.

Eligible personnel of a command not fielding teams or supporting individuals in
officially sponsored competition will be allowed to participate with commands
sponsoring participation. Commanding officers may also authorize individuals of
another Service to participate in team and individual competition if the opportunity is not
available through the parent Service.

Private associations are an essential part of the military community. The administration,
relationship, and oversight of private associations by MWR activities are included in
enclosure (2).

Units operating temporary lodging facilities or recreational cottages shall be guided by
the health and safety requirements of the Coast Guard Housing Manual, COMDTINST
M11101.13(series).

Nondiscrimination Policy. The conduct of the MWR program shall be free of any

discrimination based on age, sex, race, color, religion, or national origin. Support will not be
provided from the MWR program to any organization which practices discrimination.
Support would include, but not limited to the following:

1.

2.

Use of the name or sponsorship of the Coast Guard.

Use of a facility or activity of the Coast Guard, including those financed by non-
appropriated funds.

Participation in any recreational or sporting event by a team or individual representing
the Coast Guard or supported by a MWR fund.

On-base distribution of tickets for an event, or any form of publicity or promotion for an
event.

Safety. A pro-active safety program shall be in effect for all MWR activities. Guidelines for
the establishment of an adequate safety program are outlined in the Coast Guard Safety and
Environmental Health Manual, COMDTINST M5100.41 (series) and Chapter 12 of this
Manual.
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Funding. MWR activities derive their funding from both appropriated and non-appropriated
sources depending upon the category of MWR activity. Non-appropriated funds are derived
primarily from Coast Guard Exchange System profits and fees and charges levied for the use
of MWR facilities and participation in some MWR programs. See Chapter 6 of this Manual
for more guidance on use of APF and NAF funds.

Fiduciary Responsibility. As noted above, the MWR program consists of appropriated and
non-appropriated funding support. Non-appropriated funds are also Government funds
entitled to the same protection as appropriated funds. Non- appropriated funds are designated
for the benefit of authorized patrons and the purposes of the MWR program. There is an
individual fiduciary responsibility for properly using non-appropriated funds in preventing
fraud, waste, loss, and unauthorized use.

Inspections. MWR programs shall be included in command inspections as required by Coast
Guard Regulations, COMDTINST M5000.3 (series). A sample MWR program inspection
checklist is included in enclosure (3). At a minimum, inspections of the MWR program shall
be conducted annually.

Relationship between MWR Program and Coast Guard Exchange System (CGES). MWR
programs are the responsibility of the local commanding officer and his/her chain-of-
command. The Coast Guard Exchange System activity is the direct responsibility of
Commandant (G-WPX). Therefore, it is essential that individual activities be administered
under the proper program, either CGES or MWR as described below in paragraphs 1 and 2.
Consolidation of local management functions, however, is authorized, provided that the actual
cost of services is allocated to the proper program. Examples would include CGES providing
bookkeeping and payroll services to the MWR program. However, accountability of MWR
and CGES funds must be maintained by separate financial charts of accounts and bank
accounts.

1.  Coast Guard Exchange System. This program includes resale outlets (i.e., exchange
stores, package liquor stores, gasoline stations, specialty stores) and service activities
(i.e., barber shops, laundries, tailors). Enclosure (4) provides a more detailed list of the
various types of CGES activities. Administration of the
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CGES resale program is the responsibility of Commandant (G-WPX).

2.  Morale, Well-Being and Recreation Program. This program includes sports activities
and facilities (i.e., bowling, golf, tennis, swimming), hobby facilities (i.e., crafts, auto
hobby, woodworking), general recreation and family support activities (i.e., theaters,
child development centers, and recreation areas), military clubs, community centers, and
food service facilities (i.e., cafeterias and snack bars). Chapter 5 of this Manual provides
a more detailed description of the various types of MWR activities. Responsibilities
within the MWR program are outlined in Chapter 2.

3. Combination of Activities. Occasionally an activity of one program will include an
activity which by the above definition, belongs to the other program (i.e., candy resale at
a movie theater). In such cases, the activity will be handled in accordance with the list
contained in enclosure (4), except when it does not make good business sense to have the
appropriate program, as defined, operate the activity. For example, if the ticket sales
person at a theater operation could also handle candy and popcorn sales, the entire
operation may be treated as a MWR activity. If on the other hand, sales are of such a
volume that a separate salesclerk may be required, that resale operation may be a CGES
activity. Questionable cases should be referred to Commandant (G-WPX) for resolution.

Travel. Individuals or groups traveling in support of official Coast Guard MWR business or
activities may be authorized appropriated fund support. Detailed guidance may be found in
enclosure (5). Non-appropriated fund support may also be appropriate.

Admissions. Spectator fees will not be charged to eligible members for admission to athletic
events in which officially sponsored Coast Guard teams are competing.

Morale Fund Assist Visits. Commanding officers may request MWR financial or
administrative assistance visits from either the cognizant authority or Commandant (G-WPX)
via the chain- of-command. The commanding officer should provide full details regarding the
type of assistance needed.



Chapter 2. ORGANIZATIONAL RESPONSIBILITIES

A. Director of Personnel Management(G-WP). Under the direction of the Assistant Commandant
for Human Resources, G-W, and the Commandant, G-WP is responsible for the supervision of
the Service-wide MWR program. This includes promulgation of policy and procedures for
the administration of the MWR program and the use of appropriated and non- appropriated
funds.

B. Chief, Office of Exchange System & MWR(G-WPX). Under the direction and general
supervision of the Assistant Commandant for Human Resources shall:

1. Develop and promulgate policy, establish objectives and standards, and prescribe
systems and procedures necessary for the efficient and effective management of a
decentralized Morale, Well-Being, and Recreation Program, including acting as final
authority for the establishment and disestablishment of any Category C MWR activity.

2. Develop and implement a retail business strategy with management goals that achieve
CGES profit objectives and meet MWR funding requirements.

3. Serve as the fiduciary manager for the Child Development Centers. Policy and technical
assistance, as well as onsite program reviews for the child development center program
are the responsibility of Commandant (G-WKW).

4.  Establish and monitor measures of efficiency and effectiveness for the MWR Program.
Perform financial and operational analyses of MWR operations to identify opportunities
for improvement.

5. Manage and direct the Non-Appropriated (NAF) Audit and Internal Control Program to
ensure compliance with acceptable standards and to minimize the risk exposure of

program assets.

6. Prepare position papers and other documentation for MWR- related Coast Guard
TrustFund agenda items.

7. Determine appropriated and non-appropriated fund
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10.

11.

12.

13.

resource requirements and prepare the supporting documentation for MWR program
resource issues.

Direct and assist field operations with the implementation of industry practices and
sound administrative procedures for MWR programs.

Manage the NAF Cash Management and Investment Program, the NAF Employee
Benefit Program, the Consolidated NAF Insurance Program, and the NAF Capital

Improvement Program.

Distribute CGES profits generated for MWR programs to field elements based upon
established policy.

Serve as HQ point of contact for MWR facilities.

Establish cooperative efforts with industry and DoD MWR programs to promote and
enhance Coast Guard MWR programs.

Represent the Coast Guard in forums external to the organization on matters dealing with
MWR.

ISCs and Commanding Officers of Headquarter Units shall:

1.

Develop and execute an annual budget to include the distribution of available CGES
profit and any HQ MWR funds that may be redistributed, and forecast revenues and
expenses for MWR activities in his/her area of responsibility. Budgets should reflect an
equitable opportunity for members to participate in MWR activities.

Review the MWR financial reports in accordance with Chapter 8 of this Manual.

Distribute MWR funds received quarterly from Commandant (G-WPX) in accordance
with Chapter 9 of this Manual.

Authorize establishment of unit morale funds at subordinate commands for MWR
responsibilities, as appropriate. See Chapter 6 of this Manual for criteria for
establishment and the determination of subordinate commands for MWR purposes.

Unit Commanding Officer. Commanding officers administering MWR funds have the same

responsibility for proper
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administration as for any other functional element of their command. In carrying out this
responsibility they shall:

1. Ensure a realistic MWR budget is developed that reflects expected income from the
unit's share of CGES profit, user fees, and appropriated funds, and be prepared to adjust
the scope of MWR activities if anticipated funds are not realized. See Chapter 6 of this
Manual for detailed budget guidance.

2.  Establish and operate a variety of MWR activities to meet the needs and interests of all
personnel.

3. Direct the operation of the unit morale fund in accordance with this Manual and other
applicable directives.

4.  Ensure financial statements are prepared, audited, and forwarded as directed in Chapter 8
of this Manual.

5. Appoint a MWR Officer/Director and, if deemed appropriate, a separate custodian of the
morale fund.

6. Budget for appropriated funds which are authorized to support the MWR program.

7.  Coordinate command expertise to assist and advise in morale administration and MWR
activity supervision.

8.  Take corrective action on recommendations of audit boards, advisory groups, and higher
authority that are in the best interest of the Coast Guard.

9. Ascertain that the morale fund is being properly administered and its funds safeguarded;
that all income has been received and properly recorded, and that all disbursements are
made only for authorized purposes.

10. Verify that physical resale inventories of Category B and C business activities are
conducted and are accurate.

MWR Officer. At commands where no appropriated funded military billet or civilian position
has been established by Commandant, and a morale fund has been established, the
commanding officer shall appoint, in writing, a commissioned officer (when available) to act
as MWR Officer. In cases where a commissioned officer particularly qualified by
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experience or personal background is not available, the appointment of an enlisted person
(preferably a chief petty officer) or civilian is authorized. This appointment shall be based on
the unique qualifications of the individual and the complexity of the MWR program. The
MWR officer shall:

1.  Develop and conduct a well balanced and financially sound MWR program within
his/her area of responsibility.

2. Operate MWR activities.

3.  Develop a balanced MWR budget and administer the use of MWR funds. See Chapter 6
of this Manual.

4.  Coordinate the purchase, custody, and issuance of MWR equipment
5. Train and supervise personnel assigned in the specialized functions of MWR.

6. Coordinate relations with adjacent communities and other commands with respect to
MWR matters; and

7. Conduct a MWR User Survey every three years.

Custodian of Unit Morale Fund. Generally, the MWR officer will also act as custodian of the
morale fund. However, the commanding officer may assign in writing an officer, enlisted
member, or civilian to serve as custodian of the morale fund. No individual may serve as a
morale fund custodian or acting morale fund custodian whose duties include the custody and
disbursement of other cash funds.
1. The custodian shall:

a.  Account for all receipts (expenditures and income).

b.  Validate propriety of expenditures.

c.  Control and account for all MWR property.

d.  Receive, safeguard, deposit, disburse, and account for all morale funds.

e. Maintain accurate accounts and records.
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f. Prepare reports in accordance with Chapter 8 of this Manual.

2. Loss of Funds. Morale Fund custodians are not bonded in accordance with the fidelity
coverage of the Consolidation Insurance Program. Coverage is outlined in Chapter 12 of
this Manual. Supplemental insurance coverage at the local level is not authorized.
Regardless of the results of any investigation, local MWR funds will be expected to
absorb the loss.

3. Absence of Custodian. When the custodian of the morale fund is absent from the
activity for any period beyond 15 days and less than 60 days, the commanding officer
shall assign in writing another individual to act for the custodian. The person acting in
the custodian's absence shall sign a memorandum receipt for the fund. When absence is
to be for a period of more than 60 days, the custodian shall be relieved in accordance
with the procedure prescribed below.

4. Relief of Custodian. To affect relief, the custodian shall:
a. Transfer all funds, property, and equipment as determined by physical inventories.

b. Review all records, accounts, vouchers, bank accounts, and note all shortages,
missing documents and/or deficiencies.

c.  Prepare a relief Morale Fund Financial Statement (CG-2985), or equivalent, signed
jointly by the person being relieved and the person relieving. The original shall be
delivered to the commanding officer, a copy retained by the person affecting relief,
and a copy retained in the unit files. For ISCs and HQ units, a copy shall be
forwarded to Commandant (G-WPX). Any deficiencies or shortages shall be noted
in the statement of relief.

d.  Verify all items included in the MWR Program Inspection Checklist, Enclosure (3)
to this Manual.

G. Morale Committee. Where established, morale committees shall act in an advisory capacity.
They are to be an avenue of communication between the MWR user and the command. They
may
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also assist the MWR Officer/Director in conducting the MWR User Survey. The morale
committee shall consist of representative personnel detailed in writing by the commanding
officer. If more than one command is involved, there shall be representation from all
commands. The chairperson shall be appointed by the commanding officer. Each member
shall have one vote. The MWR officer/director shall attend the meetings of the committee to
supply information regarding directives, activities, and the availability of funds, but shall not
have a vote. A report in format similar to enclosure (6) shall be submitted expressing its
views and recommendations to the commanding officer. Members of the morale committee
shall not receive financial remuneration in cash, goods, or services for any function performed
as a member of the committee.

H. Advisory Board (optional). At an ISC or units that have significant MWR oversight for
subordinate unit programs, and where morale funds are administered for the benefit of several
subordinate units for MWR purposes, it may desirable to establish an advisory board. If
appointed, the Board will consist of representative members. The senior member will chair
the board. The Board works in an advisory capacity to the commanding officer and should
make a report of each meeting including items considered and the Board's recommendations.
The Board's scope may include, but is not limited to:

1. Review and make recommendations on subordinate unit requests.
2. Review programs offered through MWR.
3. Review the MWR operation of collocated units.
4.  Review policies involving unit MWR.
5. Review and make recommendations on new programs or facility plans.
The MWR officer/director shall work closely with the Board to prepare the agenda and provide

background or financial information where necessary. The MWR officer, however, shall not be a
voting member.



Chapter 3. AUTHORIZED PATRONAGE OF MWR PROGRAMS
A. General.

1. Authorizations shown below will be used to determine program access, except where
authorization is in conflict with international agreements.

2. These authorizations do not apply to military exchanges, facilities, and programs
operated principally by the Coast Guard Exchange System (CGES). Access to military
exchanges and their programs shall be in accordance with the Non-Appropriated Fund
Activities Manual, Commandant Instruction M7010.5 (series).

3. The fundamental basis for appropriated fund support in MWR programs is to provide a
non-pay compensation benefit to active duty members and their families in support of
mission readiness and retention. To this end, active duty military personnel and their
families have priority access to all MWR programs. However in the spirit of Team
Coast Guard and to the maximum extent possible, commanding officers should make all
MWR programs and activities available to all members of Team Coast Guard, including
appropriated and non-appropriated funded civilian employees and Auxiliarists. If MWR
facilities cannot accommodate all authorized patrons, the unit commanding officer shall
determine specific use priorities. The priorities for those authorized to use MWR
facilities in such situations shall be based on the listings below. Policies regarding the
use of child development centers shall be governed by the guidance contained in Child
Development Services Manual, Commandant Instruction M1754.15 (series).

4. Any individual purchasing products or services from an MWR activity shall be
positively identified as an authorized patron before the consummation of a sale. The
credentials of patrons shall be carefully checked to ensure that each individual is entitled
to patron privileges. Sales shall be made only to authorized patrons.

B. Unlimited Patronage for all MWR Programs.

1. All active duty Coast Guard personnel and their dependents. Note: This includes foster
children,
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exchange students, and unaccompanied au pair foreign nationals, while sponsored by
and residing with military families who are authorized MWR beneficiaries. Foster
children are defined as children, other than sponsor's biological or adopted children,
who are residing in a sponsor's home, and whose care, comfort, education, and
upbringing have been entrusted to the sponsor on a temporary or permanent basis by a
court or civilian agency, or by a parent of the child. Exchange students are defined as
students from another country, accepted by a school-sponsored exchange student
program, afforded the opportunity to learn and live with a military family within the
United States while attending school for one academic year or semester. The host
family assumes responsibility for the student's room and board. The student's parents
provide the student with an appropriate allowance. Payment for the round-trip airline
tickets, issued to their final destinations, and medical coverage for the entire duration of
the child's stay with the military family in the United States are determined by the
school-sponsored program. An au pair is defined as a young adult, 18-26 years of age,
from another country, accepted by a United States Information Agency (USIA)-
approved au pair organization, and afforded the opportunity to learn and live with a
military family within the United States while attending an accredited post-secondary
institution of higher education for not less than six hours of academic credit or its
equivalent. The host family assumes responsibility for the au pair's room and board,
remuneration for childcare services provided, and other contractually agreed upon
expenses for the duration of a minimum period of twelve months as is required by the
USIA. This authorization does not extend to access to military exchanges or child
development centers that are governed by other patron eligibility policies. Commands
are responsible for issuing foster children and exchange students locally-devised forms
of identification, not the Uniform Services identification card.

All members of the other U. S. Armed Forces and their dependents.

Members of the ready reserve, reserves in training, members of the National Guard, and
their dependents.

Military Cadets of Service academies and their families.
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10.

11.

12.

13.

14.

15.

16.

17.

Commissioned Corps of the Public Health Service and their dependents.

Commissioned Corps of National Oceanic and Atmospheric Administration on active
duty.

Armed Forces Retirees from Active Duty and their dependents.
Armed Forces retirees from reserves with/or without pay and their dependents.

Honorably discharged veterans with 100 percent service- connected disability and their
dependents.

Medal of Honor recipients and their dependents.

Unremarried surviving spouses and their dependents (with military ID cards) of military
personnel who died while on active duty or while in retired status.

Unremarried former spouses who were married to a military member for at least 20
years while the military member was on active duty of the armed forces, and their
dependents.

Orphans of a military member, when not adopted by new parents, under 21 years old (or
over if they are incapable of supporting themselves, or 23 years old if they are in full-

time study).

Department of Transportation civilian employees and their dependents when stationed
outside the United States.

U. S. Federal employees when stationed outside the United States.

Medical personnel under contract to the Coast Guard or Department of Defense when
they are residing on the installation.

Military personnel of foreign nations and their dependents when on orders from the

United States Armed Forces, or in overseas areas when the host command grants
privileges in the best interest of the United
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States.

18. Paid members of the American Red Cross (ARC), Young Mens Christian Association
(YMCA), United Service Organizations (USO) and other private organizations when
assigned to and serving with the U. S. Armed Forces overseas.

19. Other individuals entitled to commissary and exchange privileges.

Limited Use of MWR Activities at the Discretion of the Unit Commanding Officer.
Commanding officers may open activities to the following patrons based on local demand and
capacity. Resale of food, state tax-free beverages, and tobacco products are restricted to
consumption on premises. Appropriated and non-appropriated funded employees and their
dependents may purchase without restrictions from MWR resale activities.

1.  DOT/DoD appropriated and non-appropriated funded civilian employees and their
dependents and retired appropriated and non-appropriated funded civilian employees and
Coast Guard Auxiliarists.

2. DOT/DoD contract personnel and technical representatives working full time at a Coast
Guard unit.

3. Reserve Officers Training Corps (ROTC) cadets when participating in exercises with the
Coast Guard.

4.  Former prisoners of war and spouses of POWs or servicemen and women missing in
action, may use clubs.

5. Other Federal employees may use clubs within the United States based upon annual
recertification.

6.  Guests, when specifically invited and accompanied by an authorized patron for whom
the authorized patron assumes full responsibility, may use the same programs and
facilities as the authorized patron. Unit commanding officers may authorize local
policies governing the number of guests and the frequency of use at specific facilities.

7. Leaders in the local community designated by the commanding officer. Leaders shall be
recertified annually.



8. Members of the local community may attend infrequent MWR sponsored events or use
Category C programs on a continual basis, when authorized and specifically documented
by the commanding officer on a space-available basis under the following conditions:

a.

The command determines in writing that adequate facilities are available and are
currently under-used by authorized patrons.

Written agreements are obtained from local city officials, the Chamber of
Commerce, and other appropriate community leaders indicating that they have no
objections to expanded use of MWR programs.

It is determined in writing that allowing these individuals to use these facilities is
beneficial to both authorized patrons and civilians in the community.

No conflict exists with Federal, State, or local laws.

The sale of beverages by MWR is restricted to amounts (items, bottles, cans, etc.)
to be consumed on the premises.

Use of these MWR programs and facilities by these individuals will be limited to a
maximum of 1 year; annual recertification shall be required.

If deemed appropriate, a list of individuals granted access to these MWR facilities
and programs shall be maintained.

Notification of any determination by a commanding officer authorizing members
of the local community to use Category C programs shall be made to Commandant
(G-WPX) in writing.

9. Foreign National Employees. Non-appropriated and appropriated funded foreign
national employees assigned and working directly in MWR programs OUTCONUS if
Status of Forces Agreement (SOFA) or other international agreements or local laws do
not prohibit, the local command determines it is in the best interests of the MWR
program and the unit, and it is approved by Commandant
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(G-W). Access shall only be allowed to MWR facilities within the unit's area of
responsibility for specified periods of time not to exceed one year; annual recertification
of the employee by the command is required.
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Chapter4  CLASSIFICATION OF MWR ACTIVITIES

A. General. MWR activities are divided into three Categories: Category A, Category B, and
Category C, with the level of direct appropriated fund support authorized as defined in
Chapter 6 of this Manual.

B. Category A: Mission Sustaining. This Category contains those activities that are considered
most important for the health and well-being of the military member. Fees are not normally
charged for activities in this Category, therefore, virtually no revenues are generated.
Category A activities are authorized the maximum amount of appropriated funding support of
the three MWR Categories. Also included are all consolidated support service functions such
as accounting, procurement, or personnel services for one or more MWR activities, regardless
of Category. Category A activities include:

1.  Armed Forces professional entertainment programs overseas.

2. MWR consolidated support service offices.

3. Gymnasium/physical fitness/aquatic training facilities.

4.  General libraries (excludes technical libraries) and information services.
5. On-unit park and picnic areas.

6. Recreation centers/rooms.

7. Shipboard activities.

8.  Free admission motion pictures.

9.  Sports/athletics (self-directed, unit level, and intramural).

C. Category B: Basic Community Support Activities. Category B contains activities closely
related, in terms of supporting the military mission, to those grouped in Category A. These
programs satisfy the basic physiological and psychological needs of service members and
families,



providing to the extent possible, a community support system that makes Coast Guard units
temporary home towns for a mobile military population. These activities differ from those in
Category A primarily, because fees are usually charged for participation and thus some
revenue is generated. Category B activities include:

1.  Amateur radio.

2. Arts and crafts skill development.

3. Automotive hobby shops.

4. Bowling centers (12 lanes or less).

5. Child development centers.

6. Community centers.

7.  Entertainment (music and theater).

8.  Boating without resale or private boat berthing.

9. Directed outdoor recreation.

10. Recreational information, tickets, and tour services.

11. Recreational swimming pools.

12.  Sports programs (above the intramural level).

13. Youth activities.

14. Camping (primitive or in tents).

15. Riding stables (government owned or leased).

These activities are not expected to sustain themselves based purely on the fees charged.
These MWR activities are generally supported by a mixture of APF and NAF.

Category C: Business Activities. Category C activities have the highest capability to generate
revenue through the sale of goods and services to authorized patrons for use in specific morale
programs. Category C activities include:




10.

11.

12.

13.

14.

15.

16.

17.

18.

19.

20.

21.

22.

Academic bookstores.

Aero clubs (not authorized for Coast Guard).

Amusement machine locations and centers.

Animal care funds (kennel or veterinary services).

Armed Forces Recreation Centers (accommodation/dining and resale facilities).
Audio/photography and other related activities.

Bingo.

Bowling centers (over 12 lanes).

Recreational lodging (cabins, cottages, trailers, trailer and/or recreation vehicle parks
with hook-ups).

Catering.

Golf courses and driving ranges.

Joint Service Facilities.

Marinas and boating activities with resale or private boat berthing.
Motion pictures (paid admission functions only).

Motorcycle clubs.

Recreation rental equipment checkout.

Rod and gun clubs.

Scuba/diving.

Skating rinks.

Food and beverage operations, including snack bars, soda fountains, and military clubs.

Stables (non-government owned or leased).
Temporary lodging facilities.
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23. Unofficial commercial travel services.

24. Other.

Business activities receive only limited APF support. Certain units with Category C activities
may not be capable of self-sufficiency due to extenuating circumstances. Those Category C
activities at units designated as remote and isolated for MWR program purposes, are
authorized, generally, the same type of funding as Category B-type activities. These
exemptions are allowed because these locations are isolated or are exceptional due to
conditions that make them very similar to isolated and remote locations. In order to obtain
this designation of a Category C activity as remote and isolated, the unit shall submit a written
request to Commandant (G-WPX). In the request, the commanding officer shall address the
following factors:

a.  Financial capability of the Category C activity for self- sufficiency.

b.  Past performance of the Category C activity.

c.  Amount of assistance or support provided by the command.

d.  Special security conditions, if applicable, such as continued threat of civil disorder,
political unrest, criminal activity, or terrorist attack that prevent authorized personnel

from using on or off-base activities.

e.  Extreme climatic or environmental conditions that routinely, and for extended periods
prevent the use of off-base activities.

f.  Locations where the mission requires a capability to provide MWR support as a result of
significant temporary increase or decrease in personnel who are not part of the regular
complement of the unit, but are assigned for training, for liberty, or other temporary
purposes.
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Chapter 5.

MORALE, WELL-BEING, AND RECREATION PROGRAM
DESCRIPTION

CATEGORY A: Mission Sustaining Programs. Programs within this category promote the

physical and mental well-being of the military member, a requirement that supports
accomplishment of the basic military readiness mission. These programs should be supported

almo
speci

st entirely with appropriated funds, with the use of non-appropriated funds limited to
fic instances where appropriated funds are prohibited by law or where the use of non-

appropriated funds is essential for the operation of a facility of program.

1.

Armed Forces Professional Entertainment Program Overseas. Acquisition and support of
professional entertainment provided free to Armed Forces personnel overseas.

MWR Consolidated Support Service Office. Personnel, operating, and capital
expenditures necessary to manage and oversee a total MWR program for a unit or
multiple units.

Gymnasium/Physical Fitness/Aquatic Training. Programs that develop the
cardiovascular fitness, strength conditioning, and flexibility of military personnel.
Includes swimming programs associated with service member training. (It does not
include those recreational swimming programs in Category B or associated with
Category C membership club programs.) See enclosure (7) for guidance pertaining to
aquatic training and swimming pool operations. The use of appropriated funds to obtain
Coast Guard memberships in fitness centers, gymnasiums, and aquatic centers to provide
active duty members the physical fitness activities provided in this section is authorized.
Golf memberships may also be authorized only in those instances where no other
recreational/physical fitness activities are available within a 75-minute commute of the
unit. All memberships shall be procured in the name of the Coast Guard and the
applicable sections of the Financial Resource Management Manual, COMDTINST
M7100.3(series) apply.

General Libraries (excludes technical libraries) and Information Services. Programs that
provide the community with current, retrospective, and authoritative multi-media
materials (e.g., books, magazines, newspapers, microfilms,
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tapes, electronic data bases, etc.) in all subject fields. This also includes literary,
musical, artistic, and basic reference material for recreation and personal education.
Generally, this does not include those libraries whose primary purpose is to provide
technical reference and information related to training centers or military occupational
specialty education.

On-Unit Park and Picnic Areas. Provide on-unit picnic areas, barbecues, pavilions, game
fields, fitness trails, nature centers, playgrounds, etc. for self-directed use.

Recreation Centers/Rooms. Provide self-directed individual and self-directed and/or
directed group activities that promote stress relief, such as video games, entertainment
videos, board games, social events, etc.

Shipboard Activities. Activities that maintain mission readiness, improve unit
teamwork, and create esprit de corps.

Free Admission Motion Pictures. Free motion picture entertainment provided to
shipboard, isolated LORSTAs, or deployed military personnel and other civilians.

a. Programs. The Coast Guard entertainment motion picture program consists of two
subprograms:

(1)  Commercially procured, prerecorded entertainment motion picture program.
(2)  Navy Motion Picture Service (NMPS) program.
b.  Commercially Procured Prerecorded Entertainment Motion Picture Program.
(1)  Section 106 of Title 17 of the U. S. Code provides that prior permission from
the copyright owner is required for public performance or displays of a
copyrighted work. Performances or displays in the following locations are
not considered "public," and do not require the prior permission of the

copyright owner, provided the performances or displays are made without
any purpose of direct
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)

3)

4

)

or indirect commercial advantage and without charge to the attendees:

(a) Coast Guard vessel.

(b)  Unaccompanied Personnel Housing.

(c) Day rooms.

(d) Coast Guard Dining Facilities.

() Residential facilities.

(f)  Recreational facilities.

Performances or displays of prerecorded entertainment motion pictures in
"public" areas, without the prior permission of the copyright owner, are
prohibited. Clubs are considered "public" areas within this prohibition.

Use of audio and video duplicating and playback equipment and facilities for
reproduction of copyrighted sound or video recordings without permission of
the copyright owner is prohibited.

Display of prerecorded entertainment motion pictures purchased or rented by
individual Coast Guard members on playback equipment is permissible in

those locations indicated in paragraph 8.b.1 above.

Motion pictures productions containing the following will not be acquired or
displayed:

(a) Portrayal of the U. S. Government or any of the U. S. Armed Forces in
a derogatory manner.

(b) Foreign propaganda critical of the U. S. Government and its

institutions or subversive material advocating the overthrow of the U.
S. Government by force or violence.
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(c) Material tending to foment prejudice or criticism based on race, color,
religion, sex, or national origin.

(d)  All X-rated films and sexploitation films, i.e., films in which the
primary content is erotica, or the primary result is to arouse sexual
desire.

(e) Those films that glorify the use of illegal drugs, or portray members of
the U. S. Government, U. S. Armed Forces, or U. S. law enforcement

agencies, as a majority, as users of illicit drugs.

(6)  This policy does not regulate the procurement or use of copyrighted works
for authorized official purposes.

c. Navy Motion Picture Service (NMPS) Programs.

(1)  Eligible units may also receive prerecorded motion picture/video tapes
through two separate programs;

(a) Navy Motion Picture Service.
(b) Navy Entertainment Movie Program Afloat.

(2)  Details of the Navy Motion Picture Service are described in detail in
enclosure (8).

9.  Sports/Athletics (self-directed, unit level, intramural). Support for individuals and teams
to enhance individual fitness, unit teamwork, and readiness.

CATEGORY B: Basic Community Support Programs. These programs satisfy the basic
physiological and psychological needs of Service members and families, providing to the
extent possible, the community support systems that make Coast Guard units temporary home
towns for a mobile military population.

1. Amateur Radio. Long distance two-way radio operation associated with the Military
Affiliated Radio System.
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See Telecommunications Manual, COMDTINST M2000.3 (series) for further guidance.

Arts and Crafts Skill Development. Programs that emphasize learning by "doing"
through formal and informal instruction in fine arts, crafts, and industrial and vocational
arts.

Automotive Hobby Shops. Automotive and electromechanical skill development
programs that promote learning by "doing" through formal and informal instruction.

Bowling (12 Lanes or Less). Bowling programs and centers having 12 lanes or less,
offering services such as bowling resale, food and beverage, bowling instruction, open
play bowling, and league bowling.

Child Development Centers. Child development services are defined in detail in the
Child Development Services Manual, COMDTINST M1754.15 (series).

Community Centers. Those facilities and/or programs that are provided for the general
enjoyment of the unit's community.

Entertainment (Music, Drama and Theater). Programs that provide for participation in,
or attendance at the following events: theater centers, dinner theaters, music centers,
performing arts centers, pageants, special entertainment events, and community
activities.

Boating Without Resale or Private Boat Berthing. Program may include operation of a
marina without resale or private boat berthing. Boats and equipment are MWR-owned
and operated. The operation of a snack bar, restaurant, or resale outlet associated with a
marina is authorized only as a Category C program. To safeguard against the hazards
that may befall the inexperienced or unwary boater, and to ensure that any boating
program operated by MWR is safe to the maximum extent possible, commanding
officers that operate a MWR recreational boating program shall ensure it entails as a
minimum:

a.  Familiarization and compliance with all Federal and State boating regulations and
safe boating practices. Additionally, the consumption of alcoholic beverages by
operators and/or passengers of MWR boats is



strictly prohibited.

b.  Familiarization with the unit's boats and local boating areas.

c. Required safety equipment is on board when boats are issued for use and complies
with USCG Auxiliary Courtesy Marine Examination (CME) equipment
requirements.

d.  Individual instruction in the use of safety equipment.

e. A sign posted conspicuously in each recreational boat that "PFDs will be worn by
each occupant at all times."

f.  Eligible members checking out a recreational boat shall indicate in writing their
responsibility to ensure that the occupants wear PFDs.

g.  The following classes are offered by the USCG Auxiliary and U. S. Power
Squadrons and may be helpful in developing safe boating programs. (For
information on location of courses call Boat US at 1-800-336- BOAT):

(1)  USCG Auxiliary Boating Skills and Seamanship.
(2)  USCG Auxiliary Sailing and Seamanship.

(3)  USPS Public Boating Course; and

(4)  USPS Sail Boating Course.

h.  Units may register their recreational boats in accordance with laws and regulations
of the state in which they operate. Units not registering their boats, shall affix a
locally generated identification number. These numbers shall be displayed in the
same location as required for boats registered in the state. Units shall maintain an
accurate listing of all numbers used. Numbers shall remain with the boat and not be

transferred to other boats.

9. Directed Outdoor Recreation. Programs that provide instruction and structured outdoor
recreational activities (archery, hunting, fishing, rappelling,

5-6



10.

1.

12.

13.

hiking, backpacking, bicycling, mountain biking, boating, canoeing, camping
jamborees, water and snow skiing, etc). Equipment is purchased with APF and NAF for
the purpose of being checked out to participants in MWR programs. Fees may be
charged to recover all or part of any NAF costs associated with providing this service.
Checkout equipment may include tents, coolers, sleeping bags, stoves, skis, canoes,
boats, bicycles, and other equipment that support the program. Sale of incidental items
such as lantern fuel and similar accoutrements is authorized.

Recreation Information, Tickets, and Tour Services. Typical services include information
brochures and counseling concerning local and regional attractions; local or regional
group tours, etc.; tickets to local movie theaters, concerts, plays, sports events, museums,
etc.; admission to regional or national theme parks; and provisions for central registration
and advance sales for most MWR facilities, services, and programs at the unit. This
program also includes such variations as ticket reimbursement, where a member presents
proof of attendance and the morale fund reimburses for all or a portion of the ticket price.
All tickets purchased for distribution, resale, or reimbursement must be purchased with
non- appropriated funds. This includes tickets purchased for season sports events and
entertainment events, like season baseball tickets.

Recreational Swimming Pools. Swimming programs in a recreational environment. See
enclosure (7) regarding guidance on swimming pool operation.

Sport Programs(above intramural level). Competition by individuals for teams
representing the unit or higher level. Inter-Service sport competition events sanctioned
by the Armed Forces Sports Council as well as participation in national and international
sporting events such as the Pan American Games, Conseil International du Sport
Militaire (CISM), and the Olympics Games.

Youth Activities. A full range of community-based educational, social, cultural,
recreational, and physical activities that promote the healthy development and transition
to adulthood. A Youth
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14.

15.

Center or Community Center may serve as the "hub" for most activities.

Camping (primitive or in tents). Small campgrounds operated to provide camping as the
primary recreation activity or to support participation in adjacent outdoor recreation
activities. The operation of a snack bar, restaurant, or resale outlet is authorized only as
a Category C activity.

Riding Stables(Government-owned-or-leased). Government- owned or leased horses
used for recreational riding.

CATEGORY C: Revenue Generating Programs. These programs are highly desirable as a

means of providing recreational activity, with the attendant morale benefit.

1.

Academic Book Store. The resale of books and other academic material usually
associated with a library and not in competition with CGES.

Aero Clubs (Not authorized for Coast Guard). Flying operations such as rental of
aircraft, storing aircraft owned by members, providing flying instruction, and other
related services.

Amusement Machine Location and Centers. Includes amusement machines, such as
video and pinball machines that do not provide a pay-out.

Animal Care Funds (Kennel or Veterinary Services). Program and services established
for boarding and medical attention for animals.

Armed Forces Recreation Centers (accommodation/dining and resale facilities).
Facilities and programs operated by one Service for all other Service components use for
the primary purpose of providing rest and recreation activities. Includes joint service
facilities, major hotel operations, and recreation sites designed for use by all Armed
Forces personnel.

Audio/Photo and other Related Activities. Provides leisure time opportunities for

individuals who have a common interest in audio and photographic technology. Includes
checkout and rental as well as limited resale services, not in competition with CGES.
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7.

Bingo

a.

Well-regulated bingo is widely recognized as an appropriate outlet for social
gatherings on military installations. It enables military personnel to participate in a
group activity that will stimulate off-duty social contacts of a recreational nature.
By providing a diversion from the exacting demands of daily military duties, it
helps promote enhanced morale among participants.

Playing of Bingo. Bingo is authorized on Coast Guard installations within the
United States, its territories and possessions, which are fully ceded, as well as on
those installations which are not fully ceded where the playing of these games is not
prohibited by the state concerned. Bingo will be conducted in accordance with the
following regulations:

(1

)

3)
4

)

Bingo activities sponsored by MWR must be self-supporting. Appropriated
funds are not authorized to support bingo events.

Participation in bingo games will be limited to authorized patrons, including
authorized Coast Guard civilians employees, and their bona fide guests.
MWR employees working the bingo function and members of their
immediate family may not take part in bingo games or accept prizes awarded
at the event. This also applies to volunteers serving as bingo callers and
monitors.

Sponsors shall sign in all guests prior to the purchase of bingo cards.

Commanding officers may permit official CG- affiliated organizations, such
as the Chief Petty Officer Association, Warrant Officer Association, etc., to
conduct bingo events on a not-to- interfere basis with other MWR activities.
These bingo functions may only be authorized if conducted for charitable
fund-raising purposes.

Commanding officers shall establish prize amount limits for all bingo games.
Bingo prizes may be
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cash or merchandise. Commanding officers must be sensitive to local
community perception and use proper judgment regarding the type and size
of bingo prizes awarded. Under no circumstances may the prize value for a
single game exceed $1,000. In the United States, its territories and
possessions, on installations fully ceded, and on bases not fully ceded where
bingo is not prohibited by state or local law, the cash/ merchandise prizes or
a combination thereof, may not exceed 90 percent of annual bingo revenues.

(6)  When there is more than one winner of a prize, the cash will be divided
equally among the winners. Unless otherwise agreed to by the individuals
concerned, merchandise prizes will be awarded to the person who wins a
coin toss.

(7)  Bingo winners will sign their names and personal identification data on the
bingo activity sheet before receiving prizes. If the winner is a sponsored
guest, the sponsor's name shall also be recorded.

(8)  Cash received is controlled by pre-numbered tickets, issued by serial number
to the patron, or by bingo card serial numbers. The bingo cashier is
accountable for any missing numbers when turning in the receipts. Bingo
cashier accountability is based on the number and value of bingo cards sold.

&.  Monte Carlo

a.  Subject to the Commanding officer's discretion, Monte Carlo games may be
conducted by MWR to raise funds for the support of MWR programs. Monte Carlo
is a scheduled event that provides games and activities played exclusively for
entertainment and does not provide any monetary gain in the form of legal tender to
the participant. This does not preclude the award of non-monetary prizes.

b.  Once a patron purchases the necessary instrument, that is, tickets, chits, or chips,

used to participate in the available games and activities, no reimbursement may be
made for unused instruments.
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In the United States, Monte Carlo games shall conform to state and local
requirements unless these events are played at installations under exclusive federal
jurisdiction. International agreements apply overseas.

Regardless of state or local policies, slot machines, roulette wheels, and other
mechanical devices, designed and manufactured primarily for use in connection
with gambling, are prohibited as part of Monte Carlo events.

Employees of the MWR facility, their families, and participating volunteers will not
take part in Monte Carlo games or accept prizes awarded at the event.

No more than four Monte Carlo nights will be conducted by MWR at a command
within a one year period. Additionally, CG-affiliated organizations may conduct
one Monte Carlo night per year, provided it is conducted for charitable purposes.
When a Coast Guard organization sponsors Monte Carlo, all income from food and
beverage sales will go to MWR.

Only authorized patrons and their guests will be allowed to play Monte Carlo
games.

Instruments can be obtained through the purchase of food or beverage sales;
however, prices or items sold will not be increased over regular prices.

Random drawings for prizes may be held. Numbered tickets for the drawing(s) will
be available, free of any charge, to all event attendees. Receipt of a numbered
ticket and subsequent participation in a drawing will not be premised on an
admission charge or the amount of instruments accumulated. Gaming instruments
may not be converted to numbered tickets.

Standing operating procedures will be set up containing as a minimum, the
following:

(1)  Frequency intervals when the event will be conducted.

(2)  Strict enforcement of the bona fide guest
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10.

policy.
(3)  Publication and dissemination in advance of all pertinent rules of play.
(4) Inventory procedures for equipment used in the event.
(5)  Provision that only specified employees handle all cash transactions.

(6)  Prohibition of the conversion of currency into play money or chips at game
areas.

(7)  Prohibition of packaged alcoholic beverages or cash being used as prizes.

Lotteries, including raffles and games that involve pull- tabs or instant bingo, may be
authorized on Coast Guard installations within the United States, its territories and
possessions, which are fully ceded, as well as on those installations that are not fully
ceded where these activities are not prohibited by the state, territory, or possession
concerned. All lottery proposals shall be reviewed for legal sufficiency by the command
legal advisor and approved by the installation commander. These reviews and approval
shall be kept in the MWR files. Only lotteries conducted on Coast Guard property by
MWR activities or Coast Guard affiliated organizations for charitable fund-raising
purposes may be approved. Lotteries will be conducted in full compliance with
applicable federal, state, and local laws. Lotteries may be played on installations in
overseas locations, including Puerto Rico, when approved by the operational commander
and not prohibited by host-country laws or agreements. Lottery activities must be self-
supporting. No appropriated funds shall be used to support lottery activities. Fund-
raisers that do not involve games for money, or other personal property, or the conduct of
a lottery or pool, or the selling or purchasing of numbers/tickets, in or on government
property, may be authorized. Such fund-raisers would include car washes, turkey shoots,
and bake sales.

Bowling (over 12 lanes). Bowling programs at centers having over 12 lanes, offering
open play bowling and league bowling, and services such as bowling instruction,
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11.

12.

13.

14.

15.

16.

17.

18.

19.

20.

bowling resale, food, and beverage.

Recreational lodging cabins, cottages, trailers, trailer or recreational vehicle parks with
hook-ups. Lodging for recreational use on the installation and at oftf- installation
recreation sites.

Catering. Providing food and beverage service for special events and activities.

Golf Course and Driving Ranges. Golfing programs offering open play, tournaments,
and services such as golf instruction, golf resale, food, and beverage. This includes
driving ranges.

Joint Service Facilities. See Armed Forces Recreation Centers.

Marinas and Boating Activities with Resale or Private Boat Berthing. Includes marina
operations with private berthing or with resale activities.

Motion Pictures (paid admission functions only). Motion pictures provided through paid
admission. See paragraph A.8. above and enclosure (8) for amplifying instructions
concerning the Navy Motion Picture Service.

Motorcycle Clubs. This program is a more highly specialized program appealing to a
limited audience and should be supported through user fees.

Recreation Rental Equipment Check-Out. Equipment purchased with NAF for the
purpose of being rented out to customers to support their special interests. Includes, but
not limited to, rental of equipment such as lawn mowers, roto-tillers, chain saws, VCR's,
large boats, and trailers designed for overnight issue.

Rod and Gun Clubs. Programs such as skeet, trap, and other shooting programs,
instruction and competitions. Any recreational weapons purchased with NAF must be

approved by Commandant (G-OCU) prior to procurement.

Scuba/Diving Program. Groups or individuals having an interest in aquatic and scuba
type activities, such as instruction, sponsored dives, etc.
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D.

21.

22.

23.

24.

25.

26.

Skating Rinks. Roller skating or ice skating areas providing for the enjoyment of
authorized patrons.

Food and beverage operations including snack bars, soda fountains, and military clubs.
The operations of food and beverage establishments are detailed in enclosure (9).

Stables (non-government-owned or leased). Services such as boarding, organized
events, and competitions associated with horseback riding.

Temporary Lodging Facilities. Facilities built, leased, acquired, maintained, managed,
and operated by MWR (or contracted or acquired through the NAF contracting process)
for patrons who are in a leave or off-duty status. This may also be used by individuals
and families who are in a PCS or TAD status if non-MWR housing facilities or
temporary housing is not available.

Unofficial Commercial Travel Services. Economical commercial leisure travel services
are usually contracted and defined by high dollar volume, special licensing authority or
certification, and other requirements not routinely attainable or suitable to Government
involvement. Services may be provided from either transportation-managed offices, or
from MWR facilities dedicated exclusively to leisure travel products and services; e.g.,
air, rail and bus tickets, packaged tours, group tours, cruises, travel insurance, etc.; may
also include remote or automated services to satisfy requirements of units that lack
sufficient volume to justify fully staffed offices.

Other. Those programs established for a special interest not otherwise addressed.

Special Programs.

1.

Navy Sports Calendar.

a.  Description. Participation on teams or events identified on the Navy sports
calendar is an excellent way of extending and promoting sports activities for Coast
Guard personnel. The primary objective of this program is to provide a level of
competition above the local level. Selection of sporting events, rules, team
composition, schedules, dates, hosts, and hosts
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sites are determined by the Navy in conjunction with the Armed Forces Sports
Council. Coast Guard military personnel on active duty, except Coast Guard cadets,
are eligible to participate in these sporting events. Individuals desiring to compete
in a Navy sporting event, shall complete the sports application letter found in
enclosure (10).

b. Funding. Initial financial support of Coast Guard personnel participating in the
Navy sports program is the responsibility of the individual. Funding to offset the
cost in participation in these sporting events may be provided by the unit morale
fund, Headquarters sponsored sports participation grants, as found in enclosure
(11), or when authorized appropriated funds. Messing and berthing may be
available from the host command at its discretion.

Inter-Service Championships. The purpose of this program is to promote understanding,
goodwill, and cooperation among the Armed Forces through Inter-Service sports
competition and to provide means of selecting teams to represent the Armed Forces in
higher levels of competition. Coast Guard individuals selected to participate on Navy
teams are eligible to compete in these competitions. The sports application letter found
in enclosure (10) may be used to request participation in Armed Forces sporting events.

International Competition. Under provisions of 10 U.S.C. 717, personnel of the Armed
Forces may be allowed to train for and participate in international sport competitions that
are considered in the best interest of the United States by the State Department. The
Olympic Games, the Pan-American Games, and competition conducted under the
Conseil International Du Sports Militaire (CISM) have State Department approval.

Rules and regulations relative to participation of Coast Guard personnel in international
sports competitions are contained in enclosure (10).

Elite Male/Female Athlete of the Year.

a.  The United States Military Sports Association is a nonprofit organization dedicated
to supporting and promoting amateur sports, particularly those involving the United
States and foreign nations. Annually, the United States Military Sports
Association, working
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closely with the Armed Forces Sports Council, recognizes an elite male and female
athlete of the year from each Service. These athletes are usually recognized at a
national event. Elite for the purposes of this program is defined as follows:

(1)  Placement in the top five in a national championship competition.

(2)  Selection for the Olympic and/or Pan American Games.

(3)  Significant contribution on a national team sport placing first, second, or
third in competition.

(4)  First, second, or third place in a national or international event (i.e., Boston
Marathon, Ironman Triathlon, etc.).

(5)  Other sports achievements of a caliber similar to those listed above.

Selection process.

(1) Commanding Officers are encouraged to submit nominations to
Commandant (G-WPX) via the chain of command, with copy to the
cognizant authority, to arrive at Headquarters no later than 1 September.

(2)  Nominations shall include the member's record of professional and athletic
achievements (particular achievement for which nominated) and notable
community service.

(3)  The following must be also be provided with each nomination:

(a) A biography including six (5 X 7) color photographs of the athlete in
his/her uniform.

(b)  Action photographs of the athlete participating in the event for which
nominated.

(4) Commandant (G-WPX) shall convene a board to

5-16



select the Coast Guard Elite Male and Female Athlete of the Year winners.
Award winners will represent the Coast Guard in competition for the Armed
Forces Elite Athlete of the Year.

(5)  Application format is contained in enclosure (12).

Sports Participation Grant Program. The Coast Guard has always recognized athletic
competition as an important element of the MWR program. Athletic competition teaches
teamwork, sacrifice, dedication, and develops an esprit de corps. It is the Coast Guard's
policy to encourage and support all military athletes to participate in athletic competition.
Limited funding may be available to support athletes in this endeavor. Enclosure (11)
details the program for requesting sports participation grants from Commandant (G-
WPX).

Rules of Competition. Official rules set forth by the national governing bodies governing

amateur competition for either men or women in each sport shall be used. In cases of
conflicting rules, it is recommended that those specified for the All-Navy Sports
Championships be used.

Civilian Competition. Competition with other than military individuals or teams is authorized

subject to the following conditions:

1.

Competitions with professional teams are authorized only on Armed Forces reservations
for the entertainment of Armed Forces personnel.

Coast Guard personnel are not permitted to compete in games, contests, or exhibitions
conducted by promoters or groups operating for the purpose of personal or
organizational gain unless prior permission has been obtained from the Commandant (G-
WPX) via the cognizant authority.

Requests for participation in benefit contests for charitable organizations shall be
submitted to the cognizant authority for approval. Commands participating in contests
must ensure that all expenses are paid from proceeds of the event.

Advertising.
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Coast Guard MWR programs must communicate the benefits of their goods and services
to as many potential patrons as they can. Such communication shall not reflect
unfavorably on the Coast Guard or the Department of Transportation.

Policy.

a. MWR programs may pay to advertise MWR goods, services, entertainment, and
social events through Coast Guard media. The following may be used in
advertisement: brand names and unit prices, feature acts, films, or talents,
admission price or cover charges, and names of commercial sponsors.

b. MWR programs may pay to advertise their services and events through other media
provided that media is circulated to, written for, or geared to an audience consisting
primarily of Coast Guard or DOT personnel, or authorized patrons. When
advertising in such non- DOT publications, a disclaimer shall be used similar to:
"This offer or event is open only to authorized patrons." This policy shall not be
interpreted to apply to publications distributed to a more general audience.

c. MWR programs may pay to advertise in appropriate civilian media when MWR
events are open to the public subject to the following conditions:

(1)  Events shall not directly compete with similar events offered in the local
civilian community. Open events shall be coordinated in advance with the

local public affairs staff.

(2)  Open events must be infrequent, not weekly or monthly, increase military
and/or civilian interaction, and enhance community relations.

(3) Merchandise shall not be advertised; however, event-related merchandise
and food and beverage may be sold for on-premises consumption.

(4) OCONUS advertising shall conform to existing SOFA regulations, command
policy, and local laws.

d. MWR programs may sell space for commercial advertising
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in any media produced for or prepared by them and must accept payment for such
advertising subject to the following conditions:

(1)  Publication of paid commercial advertising by MWR programs is bound by
similar standards that apply to civilian enterprise publications.

(2)  Advertising shall include a disclaimer that it does not constitute an
endorsement by the Coast Guard nor DOT.

(3)  Acceptance of paid commercial advertising on any unit closed circuit
channels or any appropriated electronic media is prohibited.

(4) Commanding officers shall make final decisions on acceptance of
advertising and must consider public perceptions, impact to the local
economy, and the effect on the local civilian enterprise newspaper, unit
guide, and unit map.

(5)  Advertising in MWR media is based on reaching bona fide users in
accordance with established patronage policies.

(6) The MWR media are not distributed off the unit. Mailing to authorized
patrons is permitted.

Mailings to authorized MWR patrons of announcements pertaining to sales and
services provided by MWR programs are authorized. Mailings containing
advertisement of specific commercial products, commodities, or services provided
by or for any private individual, firm, or corporation are authorized only to those
patrons who voluntarily have requested to receive such mailings. Units shall
maintain a list of those patrons not desiring to receive these mailings. The cost of
promotional mailings to include postage shall be paid with non-appropriated funds.

MWR programs may contribute articles and stories for publication as unpaid

information items in Coast Guard newspapers, plan-of-the-day, installation cable
TV, and other media intended primarily for distribution to authorized patrons.
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g.  Ads, premiums, coupons, and samples (except tobacco and alcohol) may be
distributed directly to authorized patrons. A disclaimer is not required for items
provided as premiums, coupons, and samples. MWR programs may accept
premiums with a value of $10 or less when voluntarily initiated and prepared by
suppliers. A premium is merchandise offered to advertise an activity, product,
service or event as a bonus or as an incentive to buy. Examples of premiums are
ball point pens, or plastic rulers, with an intrinsic value of $10 or less retail. Ads
and promotional devices that are primarily advertising devices, prepared by non-
DOT sources, shall not be distributed through official channels. Such media may
be placed in locations on the unit for personal pickup. A disclaimer is required to
the effect that the Department of Transportation does not endorse, pay for nor
sponsor such promotional media. MWR programs shall not solicit funds from
suppliers or other non- DOT sources to offset costs of premiums, nor may they
request such suppliers or sources to prepare or provide special premiums at their
expense.

h.  MWR activities may use point of sale displays and promotional material such as
reduced price and special offer coupons, and may participate in national and local
coupon redemption programs available to the general public or to the military
community.

1. Advertising must include a disclaimer that it does not constitute a Coast Guard
endorsement. Due to the unique nature of electronic billboards, printed copies of
the disclaimer are to be made available, should they be required.

j. MWR activities are authorized to work with local legal counsel to develop a
streamlined contract/agreement for the placement of ads in MWR publications, or
other advertising media.

k.  Local accounting records are to be maintained to support advertising income and
expenses.

H. Commercial Sponsorship. Commercial sponsorship is the act of providing assistance,
funding, goods, or services to MWR programs and events by an individual, agency, company,
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corporation or other entity (sponsor) for a specific (limited) time in return for public
recognition or advertising promotions.

1. Local MWR programs are authorized to competitively solicit commercial sponsorships
for MWR programs and events under the conditions contained within these guidelines.
Solicitation by local MWR programs is limited to: sports/fitness events; teams and
competition; music and entertainment events; and festivals and special events.

2. Tobacco sponsorship will not be solicited nor accepted.

3. Soliciting alcoholic beverages sponsors, including beer, will not be solicited, but may be
accepted, under the following conditions:

(a) If offered, i.e., unsolicited, MWR activities may accept and participate in any
promotions of these products that are not directed predominantly or exclusively at
the military market.

(b) MWR activities may accept unsolicited promotions provided the alcohol company
sponsors similar events in civilian communities.

(¢) Product sampling is not authorized.
4.  Only sponsorships from U. S. firms will be solicited and accepted.

(a) In overseas areas, solicitation of non-U.S. firms (those not incorporated within the
United States) is authorized with the commanding officer's approval provided
solicitation is not in violation of SOFA or treaty agreements or in direct competition
with any Armed Forces exchange. Any questions regarding the appropriateness of

the commercial sponsorship by a non-U.S. firm should be directed to Commandant
(G-WPX).

(b) Solicitation of foreign corporations having U. S. subsidiaries is authorized, (i.e.,
Toyota of America, etc.).

5-21



Only those suppliers or manufacturers that supply or produce personal consumer
products or services may sponsor an MWR event. No exceptions. A company
producing only military hardware does not meet the qualifications to sponsor a MWR
event; however, a defense contractor, like General Motors, could qualify by sponsoring
with one of its motor car divisions. Such sponsorships must be executed (signed) by the
company's consumer products division.

All sponsorships must be competitively solicited, which requires notifying all known
companies having the product or service deemed appropriate for the event.

(a)  To satisty this requirement, MWR officers/directors will prepare and send out a
personalized letter to all such companies in their local area capable of delivering the
desired product or service. Documentation must be kept showing how the list was
determined.

(b) An example format for a personalized solicitation letter is included as enclosure

(13).

(c) This letter not only serves as the vehicle to inform prospective sponsors of
sponsorship opportunities, but also announces the event, contains an overall
description of the event, forecasts number of participants, describes composition of
market, etc.

(d) The letter also requests that companies who desire additional information (i.e., a
complete proposal package) contact the local MWR officer/director by a specific
date.

(e) Care must be taken to ensure all companies of a product category are given an equal
chance to participate in sponsorships. All interested companies must be sent a

complete proposal package, if requested.

All Coast Guard employees (military and civilian) shall refrain from informal
sponsorship solicitation.

(1) Informal sponsorship solicitation is prohibited and may violate the Government's
standards of conduct and ethics regulations.
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10.

1.

12.

13.

(2) A business-like "arm's length" relationship must be maintained between the local
command and prospective sponsors.

Commercial sponsorship of an event is NOT a program where a sponsor gives the
command a gift or donation. Commercial sponsorship is an exchange of equal value
agreed upon between the command and the sponsoring entity.

The specific intent of the commercial sponsorship program is to enable local MWR
programs to obtain funds to offer events or services that would otherwise not be possible.

(a) Commercial sponsorship may not be used to underwrite the cost of a local
command's MWR program other than for the events authorized by this guidance.

(b) Sponsorship profits may be used for other similar programs or as seed money for
future sponsorship efforts.

(c) Sponsorship profits, if any, should not be used to cover MWR general and
administrative expenses beyond those costs directly attributable to the event.

The solicitation of the maritime industry is prohibited to avoid giving the impression that
these companies are subsidizing MWR program events to curry favors from the Coast
Guard.

Sponsorship agreements should be reviewed by legal counsel and approved by the
commanding officer. A sample of a commercial sponsorship agreement is contained in
enclosure (14).

Caution must be used to not inadvertently imply that the Department of Transportation
and the U. S. Coast Guard officially endorse any company, sponsor, or their products or
services. A disclaimer, enclosure (15), or equivalent, must be used for all sponsorships.

Unsolicited commercial sponsorship shall be treated the same as solicited commercial
sponsorship except that it has been wholly and entirely initiated by the prospective
sponsor without prior knowledge of the needs of the MWR program or unit. After an
appropriate inquiry from a
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prospective sponsor, the MWR officer/director may inform the sponsor of any needs.
The unsolicited sponsors should then furnish a letter or memorandum of intent to the
unit. Unsolicited sponsorship is otherwise subject to the policies outlined above.
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Chapter 6. ADMINISTRATION OF MORALE, WELL-BEING, AND RECREATION
FUNDS

A. MWR Budget Process.

1.  Proper and timely budgeting is a critical element in ensuring a successful MWR
program. It is most critical at large units that are committed to recurring facility and
salary costs. Units may receive funds from several different sources including local
CGES available profit, their cognizant authorities, MWR fees and charges, and
donations. Since most of the annual MWR allocation is directly dependent on CGES
available profit, it will not be unusual for units to experience fluctuations in funding.
Units should not increase recurring expenses because of these fluctuations. Budgets
must be developed and executed based on known allocations and realistic estimates.
Commanding officers must ensure (through the analysis of financial transactions and
projected program requirements) that the MWR activity is operating within available
funds.

2. Unit Morale Fund Budgets. Unit budgets shall be prepared for each Category A, B, and
C MWR activity operated by the unit. A well prepared budget shall contain income
statement and balance sheet accounts for each quarter of the budget year and a
consolidated report. The Operating Summary MWR Activities, CG-2985A, has been
designed to allow most units to use it in both reporting actual amounts and budgeted
amounts for a reporting period. To assist in determining whether revenue forecasts and
expenditure projections are reasonable, MWR officers/directors should provide
comparable, actual data from prior NAF years to the commanding officer. The
consolidated quarterly and annual budget can be used to determine the impact of this
budget on net worth. For example, any period in which forecasted revenues, from any
source, is less than projected expenditures, will have an adverse effect on the net worth
of the MWR fund and must be monitored closely. The goal of the MWR fund should be
to maintain an acid test ratio of at least one:one. An acid test ratio is current assets,
minus inventories, divided by current liabilities. Or, in other words, current bills should
at least be able to be paid with cash on hand.
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MWR Budget Approval/Submission. Once the commanding officer has approved the
MWR budget, he/she shall submit it to the cognizant authority via cover letter. Budget
approval by the commanding officer is an authorization to incur obligations and
liabilities against the unit morale fund. However, if expected or actual income is less
than forecasted to support MWR activities, then adjustments in those activities are
required.

a.

Upon receipt of an MWR budget, the cognizant authority will conduct a desk
audit and review of the submission. A desk audit may include, but not be limited
to a recalculation of sums, revalidation of revenue forecasts, validation of
budgeted net profit for all revenue generating activities, and validation of
expenditures for appropriateness. Upon completion, the cognizant authority will
advise the affected unit as to the results of this review and any technical
corrections that may be required.

The cognizant authority for all ISCs and Headquarters units will be Commandant
(G-WPX). The cognizant authority for all other established morale funds will be
the Integrated Support Command responsible for that geographical area. In this
process, Coast Guard Group MWR budgets must include those budgets for both
the group office and the subordinate units within its area of responsibility. In
addition to the guidance provided above, Integrated Support Commands will
forward copies of approved individual unit MWR budgets that contain Category B
and C activities to Commandant (G-WPX). Any Coast Guard unit that does not
fall within the reporting chain of command as described above, must submit its
annual MWR budget to the cognizant authority from which it receives NAF MWR
funding.

Budget Submission Timeline. The following represents the timeframe for the
development of a NAF Year MWR budget:

a.

October - Commandant (G-WPX) will advise cognizant authorities of the
forecasted per capita distribution for the budget year.

30 November - In addition to the submission guidance provided in paragraph 3.b

above, those units for which Commandant (G-WPX) is the cognizant authority
shall
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submit their budgets to arrive at Headquarters not later than 30 November.

c. 20 January - Commandant (G-WPX) will advise units for which it is the cognizant
authority on the results of the desk audit of their submitted budgets.

d. 1 February - Begin non-appropriated fund fiscal year. The non-appropriated fiscal
year runs from 1 February through 31 January of each year.

This timeline represents those milestones directly affecting Commandant (G -WPX)
within the budget process. Timelines affecting other cognizant authorities shall be
developed accordingly. It must be recognized that the final approval of the per capita
distribution must be obtained from the Coast Guard Trust Fund Board. Approval
usually occurs well before the beginning of the NAF fiscal year, but in some instances,
may be delayed until after the beginning of the fiscal year. Units must remain flexible
and accommodate any changes to the per capita distribution as approved by the Board.

5. Appropriated Fund Budget Submission. An essential element of MWR programmatic
support is the appropriated fund budgeted at the local level. Each year Commandant
(G-WPX) will develop budget and expenditure appropriated fund information needs and
will promulgate guidance and submission under separate cover.

B. Funding Policies Associated with MWR Operations.

1.  General Guidelines. Unless otherwise specified, the following general rules apply to the
funding of MWR programs.

a.  Those MWR facilities authorized should be operated and maintained with
appropriated funds. The basic standard, regardless of MWR category is to use
appropriated funds to fund 100 percent of the cost for which they are authorized.

b.  Resale items shall be purchased only with non- appropriated funds.

c.  Fees and charges should always be considered as a means to defray the cost of an
MWR activity.
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d. Tickets for sports entertainment, or cultural events, whether for resale or
"giveaway" shall be purchased only with non-appropriated funds.

e.  Any purchase which may be made using appropriated funds may also be
considered for non-appropriated funding. The reverse is not necessarily true.

Matrix. The matrix, enclosure (5), identifies those functions that are authorized
appropriated fund support within the MWR program. Additional guidance for the use of
appropriated funds may be found in the Financial Resource Management Manual,
COMDTINST M7100.3 (series).

Private Ownership. Privately owned items may not receive financial support from
either appropriated or non-appropriated funds. Private ownership support includes that
provided to privately owned recreational vehicles, boats, or horses that are operated,
maintained, moored, or stabled by MWR activities. Such support will be provided on a
reimbursable basis only.

Prohibited Use of Morale Funds. The expenditure of morale funds is limited to those that
benefit the unit from an MWR standpoint. The expenditure of MWR funds for the following
purposes is not authorized:

1.

Receptions or expenses of functions incident to commissioning of a new command or
change of command ceremonies. However, commands are authorized to use morale
funds for all-hands party in conjunction with change of command ceremonies.

Support of activities and programs that benefit only a few, such as "retirement" gifts
(i.e., golf clubs, attache' cases, luggage, etc.) and donations to spouses' clubs, officers'
associations, the CPOA, and other private associations. The morale fund, however, may
contribute to activities sponsored by private associations that are for the benefit of all
unit members (i.e., children's holiday party sponsored by CPOA).

Welcome aboard and farewell gifts except when using the following guidelines:

a. The items to be given as gifts must be purchased



with unit non-appropriated funds.

b. It should be command policy that every member arriving/departing PCS receives
the same item(s) regardless of pay-grade or position in command. This criterion
should pertain to the cost of gifts as well.

c. It is also recommended that the command involve the morale committee in the
selection of "welcome aboard/farewell" gifts.

d.  The price of "welcome aboard/farewell" gifts must be nominal. MWR funds are
limited and there may be many competing interests.

Award of rating badges, wing insignias, and similar items not related to the MWR
program.

Support of functions that are held primarily for public relations objectives, i.e.
receptions for/or entertainment of public officials, "open houses", etc.

To defray operating expenses or to purchase equipment necessary for the operation of
officers' messes, petty officers' messes, Coast Guard Dining Facilities, exchanges, or
commissaries. (This does not preclude the use of morale funds to finance or assist in
financing MWR equipment, i.e., TV sets, pool tables, coffee pots, etc. so long as the
expenditures are made on an equitable basis in support of all clubs and messes.)

Payments to military personnel for services rendered as an individual or as a member of
a team, including officers in charge and members of their staffs, participating in
authorized recreational events. (This does not preclude payment of travel expenses in
connection with such participation.) Fees may be paid to military personnel acting as
officials at authorized athletic events, provided payments do not exceed the standard
rate for the sport in the area. In addition, personnel officially assigned duties within the
MWR program may not receive compensation for officiating any event within that
program.

To defray operating expenses of dependents' schools nor to pay tuition or fees incident
thereto.

6-5



10.

11.

12.

13.

14.

15.

Donations to, or expenditures for, any charitable or fraternal group or organization.

Payment to commissioned officers for work performed on MWR matters unless:

a.  Services are limited to those to be performed on a fee basis without direct
supervision and control by official supervisors, such as officiating at sports events,

and no employer/employee relationship is created.

b.  Engagement for services are in accordance with policies established by the
commanding officer.

C. The provisions of this section are not to be used for compensating officers from
Morale Funds for work in excess of their regular military duties.

Payment to enlisted personnel for work performed on MWR matters unless the
following conditions are met:

a. The work is voluntary and/or in addition to their regular assignment and is
performed during off-duty hours.

b.  Employment, by reason of hours or nature of the work, does not interfere with the
proper and efficient performance of their military duties, which shall at all times
take precedence on their time, talents, and attention.

Payment to civilians for work performed at any time on any MWR matters if they are

already full-time civilian employees of the Federal Government, whether paid from

appropriated or non-appropriated funds (Dual Compensation Act applies).

To construct, alter, or renovate any facility or for procurement of any item of equipment
not used primarily as an integral part of the MWR program.

Support of religious programs.

Payment of instructors, tuition, or purchase of books for off-duty military education
programs.
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D.

Fees and Charges.

1.

Fees and charges must be levied to help off-set the cost of certain MWR activities. As a
general guide, fees and/or charges should be twenty-five percent lower on average than
the fees and charges for comparable commercial activities in the local community. This
guide shall not be construed as to relieve commands of the responsibilities of managing
revenue generating activities in a financially responsible manner. Surveys of
comparable local commercial activities should be completed annually as a measure
against the 25% guide. A basic core of recreation activities should be free so that no
person is denied the opportunity to participate in some kind of activity because of a lack
of money.

When fees are established, no one should be exempt from payment. Each individual
should be charged the established fee for an equivalent amount of participation. As a
general principle, fees levied should be the same for all patrons with the exception of
sliding fee scales that provide for lower fees based on pay grade. Additionally, guests of
eligible patrons using MWR facilities may be charged a higher fee. Deviations to this
principle must be fully justifiable and approved in writing by COMDT (G-WPX).

It is not unreasonable to place a higher charge for a short period of time on an activity in
order to amortize the cost of a capital improvement.

Fees for participation in MWR activities may not be paid directly to instructors or
individuals providing the service. All fees shall be deposited in the morale fund.

Fees and charges are identified and classified as follows:
a.  Admission Fees. Admittance to buildings or structures where entry and exits are
controlled and attendance regulated. Examples include shows and dances and

athletic events.

b.  Rental Fees. Exclusive use of tangible property. Patron has the right to enjoy use
of property for a specified period of time with the understanding the
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property will be returned in the same condition it was rented. For example: golf
carts, camping equipment, boats, trailers, etc.

c.  Facility Use. Charges for use of facilities essential to participation in a particular
activity. For example: bowling lineage fee, golf green fees, and recreational
swimming pool fees.

d.  Sales Revenue. Sale of merchandise when authorized. Ownership of item passes
from seller to buyer with each sale. Example include vending machine sale and
auto hobby shop supplies.

e. Special Charges. Service for a particular purpose that is not normally a required
governmental service. Examples include entry fee for bowling tournament, fee for
organized classes, bridge tournaments, etc.

Participation by Coast Guard members in Category A athletic events promote the
physical and mental well-being of the military member, a requirement that supports the
basic military mission. To that end, the use of appropriated funds to pay registration
fees for sports leagues is authorized. Although there is no set percentage of active duty
military membership of a sports team that would be eligible for appropriated fund
support of the team's registration fees, good stewardship would dictate that the
significant majority of the team be active duty members. Additionally, commands shall
be guided by the principle that the unit would not otherwise be capable of fielding a
team if it did not include other authorized MWR patrons.

E. Awards and Recognition.

1.

The presentation of awards in recognition of achievement is an integral part of the
MWR program. While the value of awards is recognized, caution should be exercised
to ensure that expenditures for this purpose are not disproportionate to overall program
requirements.

Athletic competitors officially sponsored by the Coast Guard, must surrender to the
morale fund any cash or certificate redeemable in cash received as an award for



competition.

Informal recognition is an appropriate way to recognize individuals, groups, or teams
for achieving specific goals or completing special projects. Awards in recognition of
military/professional achievements and performance of military members and civilian
personnel are authorized purchases from appropriated funds, i.e., Savings Bond for
Coast Guard Person of the Quarter.

a.

Non-appropriated, morale funds are intended for use on an equitable basis by all
members and as such, the use of morale funds for rewards and recognition is not
appropriate. The preferred method of recognizing high performing appropriated
funded employees, both military and civilian, is through a combination of special
privileges, and allowable appropriated expenditures, as authorized by
Commandant directives. For those commands with non-appropriated fund
employees, rewards and recognition programs using non-appropriated funds is
authorized using the same guidelines applicable for appropriated fund recognition
systems.

In the event non-appropriated funds are initially used to procure a savings bond,
reimbursement from appropriated funds may be obtained by the following
procedures:

(1) Complete Standard Form 1164, Claim for Reimbursement for
Expenditures of Official Business.

(2) Ensure that the name used in Block 4 is the title of the morale fund for the
unit seeking reimbursement.

3) In Block 6, Expenditures, use Code C for other expenses and list the
name(s) of those individuals for which savings bonds were procured. Also

provide the purchase price of each savings bond.

4) Under the accounting classification section, cite the appropriate AFC-30
accounting line to be charged for this expense.
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5) Forward the completed SF-1164 to the Coast Guard Finance Center via the
chain-of-command. Attach the appropriate receipts to the submission.

(6) Upon receipt and verification, Coast Guard Finance Center will have a
check cut back to the appropriate morale fund and the cited AFC-30 will
be charged.

F. Morale Fund Loans.

1.

Small, short-term loans, not to exceed $200 and payable within 3 months, may be made
to Coast Guard personnel from morale funds. They shall be made only in exceptional
cases of need or emergency with prior written approval of the commanding officer.
Personnel in need of emergency loans over $200 should be advised to contact the Coast
Guard Mutual Assistance Representative.

Requests for a morale fund loan shall be prepared in writing. For each morale fund loan
request received, the morale officer shall retain on file that written request, the written
decision of the commanding officer, and if approved, the written and signed repayment
schedule. When a loan to an individual is authorized by the commanding officer, the
morale fund officer shall complete a loan contract with the individual indicating the
amount of the loan and the terms of repayment. This loan contract shall also include a
statement signed by the member that failure to repay the loan within the repayment
period agreed to may result in administrative actions or the checkage of pay. Two
copies of the loan contract shall be signed by the individual when the loan is received.
The original shall be retained by the morale fund officer, and the copy retained by the
individual. For each partial repayment received, the morale fund officer shall provide
an appropriate receipt. Upon receipt of the final payment, both copies of the loan
contract shall be endorsed "PAID IN FULL", dated, and signed by the morale fund
officer. The original of the contract shall be returned to the individual liquidating his/her
loan. The duplicate will be retained to support the Morale Fund Loan Accounting
Sheet, CG-4518, enclosure (16).

If, after every possible and reasonable effort has been
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made, a loan is determined to be uncollectable, it may be written off as a bad debt by
making an endorsement to that effect on the loan contract. Endorsements will give the
reason for the write-off and be signed and dated by the commanding officer.

G. Establishment of MWR Fund.

1.

A unit desiring to establish a morale fund shall do so in writing to the cognizant
authority.

If approved, the unit shall establish an account in a financial institution covered under
the Federal Deposit Insurance Corporation (FDIC) or National Credit Union
Administration insurance. The cognizant authority shall establish any financial control
or limits using the guidance contained in Chapter 8 of this Manual. The unit requesting
establishment shall advise in writing the financial institution where unit morale funds
will be on deposit and that the Coast Guard Headquarters Trust Fund is the successor of
interest to the account. A copy of this letter shall be provided to the cognizant authority
and Commandant (G-WPX).

Initial funding incident to the establishment of a newly created MWR morale fund will
be determined on a case-by- case basis.

Units desiring to establish Category C MWR Activities must first have an established
morale fund at their unit. Additionally, the request for establishment of the Category C
Activity must be forwarded, in writing, to Commandant (G-WPX) via the chain of
command, including the cognizant authority. The request shall contain information
regarding the type of Category C Activity requesting to be established, demographics of
the eligible customer base, a comprehensive business plan, the availability of off-base
establishments providing similar services, and the facility in which the Category C
activity will be operated.

H. Disestablishment of MWR Fund.

1.

Policy and Procedures for Liquidation. Assets supporting MWR activities shall be used
judiciously so that these resources are available for future use at other units in support of
Coast Guard-wide MWR requirements.
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Based upon guidance of the cognizant authority, commanding officers shall ensure
proper redistribution of any MWR- related assets. The following procedures are
intended to prevent the occurrence of claims and adjustments subsequent to
disestablishment of morale fund activities. Because disestablishment of any Category B
or C MWR Activity may have impacts affecting other programs like the Consolidated
NAF Insurance Program, Commandant (G-WPX) shall be advised, in writing, of any
actions disestablishing any of these Activities, whether the entire fund is being
disestablished or not.

Actions Required.

a. Inventory all MWR property and dispose as directed by the cognizant authority as
outlined in Chapter 10 of this Manual.

b.  Cancel all outstanding orders. Reroute outstanding purchase orders as directed.

c.  Survey (if applicable) all unsellable resale merchandise on hand and redistribute
to other units, as directed by the cognizant authority.

d.  Contact all creditors to determine that liabilities do not exist. If obligations cannot
be liquidated before disestablishment, creditors should be instructed to forward
claims to the cognizant authority for payment.

e.  Ensure that all applicable requirements of the Coast Guard Non-appropriated Fund
Personnel Manual, COMDTINST M12271.1 (series) are strictly adhered to. Any
NAF personnel questions unanswered should be directed to Commandant (G-
WPC-2).

f. Advise the cognizant authority of the amount of potential unemployment claims
that may result from closure action. Cognizant authorities must provide for this
potential expense in subsequent budgets.

g.  Advise the financial institution where unit morale funds are on deposit, in writing,
to forward the final bank statement and any bank balances to Commandant (G-
WPX), successor to the account. Checks shall be made payable to "Coast Guard
Trust Fund."
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h.  Prepare a letter to the cognizant authority that shall:

(1) State specifically that all steps listed above have been taken and, if
applicable, the status of any outstanding obligations or claims against the
fund.

(2) State location where unit morale fund records are stored.

3) Include an audited copy of final financial statement, with a copy to
Commandant (G-WPX).

(4) Prepare a check or postal money order payable to Coast Guard Trust Fund
for the remaining morale funds, taking into consideration outstanding
checks and forward same to Commandant (G-WPX).

1. MWR records shall be forwarded to the cognizant authority for final disposition in
accordance with published disposition schedules.

Taxes.

1.

Legal Status. A morale fund is an instrumentality of the Federal Government. As such,
it is exempt under the Constitution and Federal Statutes from certain taxing authorities.
These immunities are included in the discussion below. Morale funds should be
administered to take advantage of these exemptions. All MWR activities that open a
bank account and/or pay wages and withholding taxes must have a Federal Employer
Identification Number (FEIN). Application for a FEIN is made on Form SS-4, available
from the Internal Revenue Service. If an MWR activity is co-located with a Coast
Guard exchange, application may be made with the assistance of that exchange.

Federal Taxes Applicable. The MWR officer shall obtain annually a copy of the
Employer's Tax Guide, Pub 15, Circular E, from the Internal Revenue Service and shall
comply with its provisions. Employees of MWR activities are subject to Federal Tax
Payment and Withholding Provisions.
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3. Federal Taxes not Applicable.

a.  MWR functions and profits are exempt from the provisions of the Internal
Revenue Code. Returns for Federal income taxes need not be filed.

b.  MWR activities are exempt from payment of the Federal Communication Tax on
the following types of communications:

(1) Long distance telephone or radio telephone messages.

(2) Domestic telegraph, cable, or radio dispatch messages. No certificate of
exemption is necessary to establish exemption from the tax on amounts
p